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* APPLICATION FOR RECORDS DISPOS~TION STANDARD 
. 

iSTH~<"J'I()NS: Prepare in duplicate and forwvnrd t o  the Records Manayemenr Analysr, Manaccmvnr Systems Divis ion - ---- _l__l. I__--~__ __-._I -_p___ 

3. Dept.. Division. Subdivision & Adminlst4ing Office Address ~ R E C O R D S  MANAGEMENT DIVI,SION'LISE 
Marta 
Department Of Finance Aid Administration 
Division OF General Services . , 
1300 Equitable Bldg. 

: lo0  Peachtree Street, N.W. 

4 

., & .  

Atlanta, Georgia '30303 ~ ~~~ 

I Person to Contact I 5. Worklng TI 

I .  ACTION REQUESTED 

1972 to present Contract Maintenance Agreement File 
-.- 
ID. What is  the function of  the office in which this record series i s  created? 

See Attached 

__ ___._ -- __ -I_I_ . ___ 
I 1  Thls file contalns the following documents (include form numbeis and tltles. If any, and fdle arrangement) 

Documents relating The contractual agreement between vendors and the Authority for the 
maintenance of office equipment and supplies. 

lncludedare Invitation to Bids, Bid Proposals, Tabulation Sheets, Bid Check List, 
Proposed Agreement and Contractual Agreement . 

File IS arranged Numerically by Contract Agreement Number by Year. 

A'TTACH SAMPLES OF THE F ILE  
~~ 

2. Equipment Occupied ~~ No.of Drawers ~ Cu,,Ft. of Records 

. Letter-size Fde Drawers 
Annual Rate of Accumulation 

* 

I ~ ~~ ~~ 
~ ~~~~~ - 

icels l  In  Sjcpge Arealsl 
Legal-size File Drawers Floor Space Occupied (Square Feet) 

AVERAGE DAILY REFERENCES 2 1. 0 0 . 

~~~ ~~ - 
1-3012 



-3 . - '. a - - __l_.>__q ~ ~ ~~~~ -?- ~~ ~ ~~ 
~ ~~~ ~ ~ 

QUESTlO"AlRE PhCe "X" in the PmLW column. If an$wer is "YES." please explain 

YES NO 
13. [ x] 

14. i . 7  ] 

15. [ ] 

16. '[ ] [ x] Does the series contain classified information requiring security handling? ~ ' - 

17. [ ] 

18. [x ] 

[ ] Is this the Record Copy of the series? 

[ x: Is there a duplication of this series in another office or agency? 

f q I r t @ ' ? f o r m a t i o n  contained in this se raeve r  sum 

1 ,i 

Contracts and Procurement has record 'copy of contraFts. ' .' . . 

Any Contracts ove? $ a 0 0 0  14 publisqn Atlanta Newspapee. ' .  

rized or published? Attach copy. . . ~ 

. 
~ _ .  ~ . 

[ X] Does the series initiate, amend or terminate agency policies and procedures? 

[ ] Could the function be performed if the files were lost or destroyed? 

19, [ ] [ X] Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. [ ] 

21. [ ] 

22. [ 3 

23. [ 3 

24. 

[ X] Does the record eries provide data as input to an EDP file? 

[ X] Does the record series contain documentation produced as EDP printout? 

[ Xj Has the Federal Government issued instructions governing retention/disposition of these files? 

[ 4 Will there be a need for these records 10, 15 years from now? If yes, what? 

-t' 

- ~~ ~ 

6 
REQUIREMENTS. The following requires the files to be kept ___ - .-years: 

'. [ 1 STATE b. [ 3 STATUTE OF c. [ ] AUDIT d. [ ] FEDERAL e. [-XI ADMINISTRATIVE f. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

'(Cite Law, Statute, or other reason for the retention requirement) 

:. 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off a t  the end of each 
-? 

Other Expiration of Contract - [ - I  CALENDAR YEAR - [  ] FISCALYEAR 

Hold in the CUI 

Transfer to  [x 
Destroy. 

1 'rent files area .month($)/-- year(s): 
I State Records Center [ 1 Local Holding Area; hold -.-__year(s): 5 

. .~ ~ . .  . .  ~ 
-~ 

~~ [ 1 Transfer to Archives for permanent retention. - . ~.~ 

[ ] ~Other: (Specify) ? -  

[ 1 Destroy immediately after cut-off. 
. -  - .  .~ . .  

. .~~ .~ . .  ~ ~ 

(Indicate briefly rationale for recommendations above/or write additional remarks): 

. 

Approved MARTA Management Advsory Committee Date 



C' 
D I V I S I O N  OF GENERAL. SERVICES 

Functions and Respons ib i l i t i es  
- 

The Division of General Services  is  respons ib le  for  providing 

o f f i c e  and spec i  #k ied support ive se rv ices  t o  Authori ty  s t a f f .  

These se rv ices  include the  acqu i s i t i on ,  management and 

maintenance of  o f f i c e  and s torage  space f o r  non-DTO f a c i l i t i e s ;  

issuance,  maintenance, and s torage  of o f f i c e  f u r n i t u r e ,  equipment 

and suppl ies ;  

m a i l  and messenger se rv ices ;  adminis t ra t ion  and management OF 

t he  c e n t r a l  off ice  motor and bus pass pools;  p repara t ions  f o r  

meetings; 

and p e t t y  cash fund and the  provis ion  of a t r a v e l  r e se rva t ion i s t .  

A l s o  t h i s  d iv i s ion  provides r e c e p t i o n i s t s ,  meeting support ,  

provis ion of cen t r a l i zed  telephone, p r i n t i n g ,  

maintenance and management of employee cof fee  se rv ice  c 
j a n i t o r i a l  s e rv i ces  and audio-visual equipment for the  Equitable 

Building. 

c. 
I 

Approved by: ' -' ";, 
;Alan F. 


